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HIGHWAY SAFETY PROGRAM MANUAL

VOLUME 0

PLANNING AND ADMINISTRATION

Nothing in this volume makes optional any mandatory
requirement contained in promulgated Highway Safety
Program Standards
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Foreword

FOREWORD

Transmittal 1
January 17, 1969

As part of the Highway Safety Program Manual, this volume is designed
to provide guidance to State and local governments on preferred highway

safety practices. Volumes comprising the Manual are:

0. Planning and Administration
1. Periodic Motor Vehicle Inspection
2. Motor Vehicle Registration
3. Motorcycle Safety
4. Driver Education
5. Driver Licensing
6. Codes and Laws
7. Traffic Courts
8. Alcohol in Relation to Highway Safety
9. Iaentification and Surveillance of Accident Locations
10. Traffic Records
11, Emergency Medical Services
12, Highway Design, Construction, and Maintenance
13. Traffic Control Devices
14, Pedestrian Safety
15. Police Traffic Services
16. Debris Hazard Control and Cleanup

The volumes of the Manual supplement the Highway Safety Program
Standards and present additional information to assist State and local agencies

in implementing their highway safety programs,

The content of the volumes is based on the best knowledge currently
available. As research and operating experience provide new insights and

information, the Manual will be updated.

The volumes of the Highway Safety Program Manual deal with pre-
ferred highway safety practice and in no way commit the Department of

Transportation to funding any particular program or project.

Many expert organizations and individuals at all levels

of government

and in the private sector contributed heavily in the preparation of the volumes
of the Manual. The Department appreciates greatly this help in furthering
the national program for improving highway safety for all Americans.
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Par. 1. Introduction
2. Purpose

1. INTRODUCTIOX

A Statewide nighway safety program needs leadership and coordination
among tne various components which comprise it in order for it to achieve
the Stace's objectives in an efficient and timely manner. The Statewide pro-
gram needs to be viewed as a compreh.:nsive undertaking which requires
careful and continuing planning, organizing, direction, and control. Because
of the wide variety of officials and State agencies responsible for various
aspects of highway safety it is considered '". . . essential to administraiive
workability and the success of the program that there be one central authority
responsible to the Secretary for the State's safety program. Accordingly, the
bill as . . . [enacted] requires that the Governor of the State be the responsible
official. It places no restriction, of course, upon his power to delegate his
functions in any way he wishes for administrative purposes, provided he
remains the State official responsible to the Federal Government for conduct
of the State's program.''*

2, PURPOSE

The purpose of planning and administration is to draw together under the
direction of the Governor all the diverse Statewide highway safety activities,
including activities responsive to the Standards promulgated by the Department
of Transportation, into a well-structured, concerted effort that satisfies the
State's highway safety objectives in such a way that a long-term, stable, and
thoroughly professional program is assumed.

* H.Rept. 1700, 89th Congress, 2d Session, p. 21.
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The authority for a planning and administration program is contained
in Chapter 4 of Title 23, U, S.C. (hereinafter referred to as the Highway
Safety Act of 1966). Section 402(b)(1) states that:

"The Secretary shall not approve any State highway safety pro-
gram under this section which does not . . . (A) provide that the

Governor of the State shall be responsible for the administration
of the program. "
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Par, 1, Introduction

2. Policy Statements

1. INTRODUCTION

a. It is the intent of the Highway Safety Act of 1966 "'to increase
highway safety'' through the promulgation of uniform national Highway Safety
Standards. For the purpose of implementing the Act, the National Highway
Safety Bureau was created and is charged with the administration of the Act
and for providing technical assistance to the States.

b. Under the Act a State is responsible for planning and implement-
ing its own Statewide highway safety program. Thus, much latjtude is given
to the State to develop the specifics of its program according to the State's
unique circumstances and particular highway safety needs. However, in
order to assure a uniform national program, the Federal Government has
issued the guidelines represented by the volumes of this Manual, which
should be considered by each Governor or his representative in developing
the State's program.

2. POLICY STATEMENTS

The Highway Safety Act of 1966 provides the framework for the develop-
ment of policy guidelines. The following sections of the law, in particular,
apply to Statewide planning and administration:

a, ". . . that the Governor of the State shall be responsible for the
ad:niniziration of the program." [23 U.S.C. 402(b)(1)(A)].

b. ". . . [that] political subdivisions of such State {be authorized] to
carry out local highway safety programs within their jurisdictions
as a part of the State highway safety program if such local highway
safety programs are approved by the Governor and are in accor-
dance with the uniform standards of the Secretary promulgated
under this section.” [23 U.S.C. 402(b)(1)(B)].

-1-
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States should encourage the maximum participation in the Highway
Safety Program of local political subdivigions by program guidance
and financial, professional, and technical assistance.

". .. that at least 40 per centum of all Federal funds apportioned
under this section to such State for any fiscal year will be expended
by the political subdivisions of such State in carrying out local high-
way safety programs authorized in accordance with subparagraph
(B) of this paragraph." [23 U.S.C. 402(bX1)(C)).

Expenditures to satisfy this provision must be for the benefit of
local political subdivisions.

". . . that the aggregate expenditure of funds of the State and
political subdivisions thereof, exclusive of Federal funds, for
highway safety programs will be maintained at a level of such
expenditures for its last two full fiscal Years preceding the date
of enactment of this section." [23 U.S.C. 402(b)(1)(D)].

Federal funds appropriated to finance State and local government
grants are intended to supplement and not to substitute for State and
local highway safety program expenditures.

". .. After December 31, 1969; the Secretary shall not apportion
any funds under this subsection to any State which is not implement-
ing a highway safety program approved by the Secretary in accordance
with this section. Federal aid highway funds apportioned on or after
January 1, 1970, to any State which is not implementing a highway
safety program approved by the Secretary in accordance with this
section shall be reduced by amounts equal to 10 per centum of the
amounts which would otherwise be apportioned to such State under
section 104 of this title, un’il such time as such State is implement-
ing an approved highway safety program. Whenever he determines

it to be in the public interest, the Secretary may suspend, for such
periods as he deems necessary, the application of the preceding
sentence to a State. . ." [23 U.S.C. 402(c) as amended].

A self-evaluation by each State of its highway safety program is
required. A review of each State's highway safety program will
be performed by the NHSB. Approval by the Secretary of Trans-
portation will be based on the review of the submission by the
State.

-2-
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Par, 1, Introduction
2. Program Development
3. Program Operations and Administration

1, INTRODUCTION

This chapter reviews the requirements for and suggests an approach to
developing and administering a Statewide highway safety program. This
chapter and the following chapter concerning program evaluation together out-
line a suggested management approach to highway safety that embraces all
highway safety functions and their velationships to the national Standards,
This volume does not address itself to those. items of the State and community
highway safety program that relate to project approvals, funding, reimburse-
ments, authorizations, apportionment, and other administrative details. *

a. Management approach.

Since the Governor is designated by law as responsible for the
administration of the Statewide hignway safety programs, the management
approach that follows has been structured to be exercised at the State level.
However, where necessary, local government relationships to the State man-
agement operation have been identified and discussed. Locai government
participation in the Statewide program is recognized as being an extension of
the Governor's overall responsibility for the administration of the program,
In addition, the management approach is presented as if a State were making
initial explorations for implementing a highway safety program. Emphasis
is placed on major management activities to be undertaken, organizational
criteria and arrangements, pPrimary responsibilities, decision points, and
relationships.

* These are discussed in detail in Volume 100, Highway Safety Program

Administration to be published.

-1-
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b, Mzanagement process,
Exhibit I, following this page, gives an overview of the entire
management piocess. Each of the major phases of the process is discussed
in depth in this chapter.

2. PROGRAM DEVELOFMENT

Highway safety is recognized as requiring the collaboration of a wide
variety of services and activities that emanate from the several national
Standards and the program guidelines get forth in the volumes of this Manual,
The challenge of management in this field is to embrace all of the relevant
services and activities at all levels of government in the State, and as appro-
priate, in the private sector and draw them together into a unified program
that works in concert to increage highway saiety,

a. Purpose,

The first phase of managing a highway safety program should con-
sist of formulating and developing the extensive and diverse highway safety
activities into a unified program and orgznizing these activities for manage-
ment purposes. Such program development assists the Governor in fulfiliing
his responsibility for the administration of the Lighway safety program. As
such, program development is most appropriately the function of the Governor's
designated central administrative official for highway safety at the State level,

b. Management cycle.

Although the following management information is broken out in
distinct steps, it should be understood that the actual management of highway
safety programs forms an ongoing process. in this cycle, the various man-
agement phases overlap and are not discrete. The information is brecken out
to show how the phases interrelate.

c. Establishment of a management organization,

The initial task in the development and operation of a Statewide
highway safety prograrm is the establishment of a management organization.
This includes the designation of a central position of authority and responsi-
bility for planning, coordinating, evaluating, and providing leadership to the
Statewide highway safety program, .

]
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EXHIBIT 1

AN APPROACH TO THE STATEWIDE
HIGHWAY SAFETY PROGRAM MANAGEMENT PROCESS

Program Cperations

Program Development And Administration Program Evaluation
s . Establish Manage- . Reassess Alterna- . Evaluate State-
ment Organization tives And Set wide Program
Priorities

. Formulate . Analyze And . Evaluate Man-

Objectives Select Activities agement Per-
formance

. ldentify And Inter- . Prepare Program
relate Activities Budget L

. Prepare A Program . Execute And
Structure Control Program

. Assign . Develop Program
Responsibilities Change Control

. Conduct Program

\‘ Inventory




ERIC

IToxt Provided by ERI

Vol. 0
Chap, IV, Transmittal 1
Par. 2c(1) January 17, 1969

(1) Governor's Representative.

The Governor should appoint a central State official for high-
way safety.

(a)  This official should be known as the Governor's
Representative for Highway Safety and should normally function as the highway
safety program manager, Throughout the chapter this position will be referred
to as the Governor's Representative/ program manager. However, a separate
position of program manager might be designated in a subordinate adminis-
trative position to the Governor's Representative, Exhibit II, following this
page, presents a representative organization structure which illustrates the
central position of the Governor's Representative/ program manager.

(b) The Governor's Representative/program manager
should act in a staff capacity to the Goverror. In discharging his duties, the
Governor's Representative/ program manager should work at the cabinet level
with all State line agencies (e.g., Public Health, Highways, etc.) and inde-
pendently elected officials with regard to all activities concerning highway
safety and the national Standards. He should have the responsibility and
authority to:

1 Define the objectives of the comprehensive high-
way safety program and its component activities.

3 Balance and coordinate the State's resources for
the greatest overall highway safety program effectiveness.

3 Organize and assume the execution of a Statewide
highway safety program.

4 Recommend appropriate changes and new

activities.

5 Maintain a focal point on highway safety for local
Jurisdictions.

g Maintain liaison between the State and the Federal
Government, and with other States.

7 Receive and transmit State agency requests for
Federal highway safety funds and assure financial review and approval of such
requests.

8 Specify information needs and systems for the
planning and analysis of the Statewide highway safety programs.
-4
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S Evaluate the Statewide highway safety program
and provide this information to the Governor on a timely basis.

10 Assist in defining Statewide highway safety
manpower needs and resources.

11 Review and make recommendations to the
Governor on the assignment of responsibilities and the approval of plans and
activities of the State departments and agencies involved in highway safety.

12 Coordinate the dissemination of public informa-
tion on highway safety throughout the State.

13 Prepare a separate budget that represents the
highway safety program at the State level,

14 Maintain an advisory role on highway safety to
State departments, including the formulation of manpower development require-
ments,

15 Provide for appropriate inspection and audit, ’
(2)  Relationship with local government.

The Governor's Representative/program manager should
also provide advice, leadership, and coordination for assuring that the State-
wide highway safety program and the national Standards are effectively com-
municated to and executed at the local level, Therefore, he should immediately
attend to defining his formal channels of communication within the considera-
tions of his staff, the organization of the State government, size of State, and
his authority and responsibility,

(@) In overseeing the Statewide highway safety program,
the Governor's Representative/ program manager should formalize channels
of communication with local jurisdictions consistent with the needs of the
program,

(b)  The Governor's Representative/ program manager
should receive and transmit local requests for Federal highway safety funds
for financial review and approval of such requests. He (and his designated
representative) should assist, as requested, in formulating local highway
safety program development and operations,

1
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(3) Relationship with private sector.

3 The Governor's Representative/program manager should
develop and maintain a close working association with private groups and indi-
viduals (e.g., PTAs, safety councils, health organizations, research workers,
colleges and universities) that do, or can, contribute to the improvement of
highway safety in the State. This can be accomplished by having the Governor's
Representative/ program manager act as the focal point of governmental activi-
ties in highway safety and as the official Statewide coordinator of highway
safety activities.

(4)  State highway safety advisory group.

To assist in fulfilling the requirements and necessary com-
munications of his leadership and coordination functions, the Governor's
Representative/program manager may find it desirable to have a highway
safety advisory group.

(a)  Members of such a group might be appointed by the
Governor, or as otherwise provided by appropriate statute, and should include
senior officials from, but not limited to:

1 State agencies.

2 State legislature.

3 State judiciary,

4 Local jurisdictions.

5 Private organizations.

6 Universities.

7 Professional organizations.
8 Labor and industry.

9 Private citizens,

(b) This advisory group should have the responsibility to:

1 Assmt the Governor's Representative/program
manager in setting State and community highway safety objectives.

2 Provide advice on collecting, analyzing, and dis-

‘ seminating information related to highway safety.

-1-
17 .




Chap. IV. Transmitta] 1
Par, 2 January 17, 1989

3

Express public attitudes, opinions, and ideas on
highway safety.

4 Assist the Governor's Representative/program

inanager in encouraging innovative highway safety programs and activities,

(¢)  The Governor might be chairman of such a group and
the Governor's Representative/ program manager might be designated his
alternate as well as secretary of the group.

(5) Staff assistance.

The Governor's Representative/ program manager requires
staff assistance of a magnitude depending upon the size and complexity of the
Statewide highway safety program. This staff assistance is necessary to sup-
port the activities of the Governor's Representative/program manager enu-
merated above.

(6)  Enabling authority.

To assist the Governor's Representative/ program manager
in effectively coordinating and implementing the Statewide highway safety pro-
gram, it may be desirable to formalize his role. This can be accomplished by:

(a) First, establishing his position, authority, and
responsibilities in law. A discussion of model State enabling legislation is
included in Appendix B of this volume.

(b) Second, having the Governor issue a formal executive
order to State agencies and local Jurisdictions giving recognition to the pur-
pose, authority, and responsibilities of the Governor's Representative/ program
manager. A model executive order for this purpose is included in Appendix C
of this volume.

d. Formulation of highway safety objectives.

Based upon the Governor's policies and the national Highway Safety
Standards, a set of specific highway safety objectives should be formulated
for the State. These objectives should become the foundations for structuring,
selecting, and evaluating services within the highway safety program. While
it is apparent that the overall objective of the highway safety program is the
reduction of traffic crashes and fatalities, effort should be directed to further
refining objectives of each major program element (driver education, motor
vehicle inspection, etc.) to specific sub-goals to be pursued for discrete plan-
ning periods (two-year and five-year spans are suggested).

-8-
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e. Identification and interrelationship of all activities needed to
satisfy objectives.

(1)  Once objectives are formulated, then all State activities neces-
sary to achieve them should be identified and related. By identifying and relat-
ing activities to objectives, the pattern of relationships these activities form
should become recognizable. With recognition of activity relationships, the
allocation of these activities among organizations, departments, and agencies
may be accomplished within the individual considerations of each State. It
should be noted that the various activities involved in implementing each Stan-
dard may often be performed by several State agencies and organizations.

(2) The requirements for planning, coordinating, and evaluating
the activities of a Statewide highway safety program will be enhanced by know-
ing the role and objective of each activity and how it fits into the total program,
For example, once the specific objectives of driver education are identified, the
activities to accomplish these objectives are established, and the necessary
interrelationships are developed with such other programs as driver licensing
and motor vehicle registration. Specific tasks may then be assigned to such
functional agencies as the Department of Public Education, Department of Motor
Vehicles, or any other functional organization without inhibiting the required
central highway safety planning, coordination, and evaluation.

f. Preparation of a functional program structure.

A program structure is a document that assembles all highway safety
program activities into a unified framework. This framework shows the highway
safety program as a system composed of related activities,

(1) Preparation of functional program structure involves the actual
identification and classification of activities by major highway safety factors
(humaa, vehicle, highway, and system support) and the major program activities
(entry, operating, cleanup, disposition, diagnosis). Mlustration of a matrix
form of this identification and classification is shown as Exhibit III, following
this page.

(2)  Criteria to be applied in assembling highway safety activities
within a functional structure are:

(a)  The groupings of activities should be logical and similar
in purpose and character.

(b)  Activity groups should be managed, if possible, by a
single agency. (An activity group is a related set of safety activities as illus-
trated in Exhibit III by the two activities "Motor Vehicle Inspection" and "Motor
Vehicle Registration' along the "Vehicle" row under the "Entry" column.)

-9-
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(3) Major uses of this kind of highway safety program structure
are to:

(a)  Assign responsibilities for administering highway
safety activities.

(b)  Assess the completeness of highway safety activities
and identify any deficiencies,

(c)  Analyze the interrelationships among highway safety
activities and identify coordination requirements.

(d) Organize planning and reporting documents and
procedures.

g. Assignment of activity responsibilities.

Once the program structure (akes form, attention should be
directed to developing an effective and comprehensive distribution of responsi-
bilities between levels of government, and, at ecch level of government,
between agencies.

(1)  Because of the widely varying laws, conditions, traditions,
capabilities, financial resources, and attitudes among the States, no specific
recommendation is made here concerning &ssignmernt of responsibilities among
State and local agencies and jurisdictions.

(2)  However, there are fundamental criteria that should be con-
sidered in the assignment of program responsibilities. These criteria are:

(a)  Responsibility for each highway safety activity should
be assigned to specific governmental agencies responsible for geographic or
functional areas of a size and/or composition which will enable effective
accomplishment of the activity.

(b)  Responsibilities should be assigned to jurisdictions
that have the ability to plan effectively for the particular activity required and
that can carry it out effectively.

(¢) A jurisdiction or agency should have the commensurate
authority to implement the responsibility and shculd be accountable for per-
formance.
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(&> A jurisdiction should have suitable financial and man-
power resources available to support its responsibilities, as well as the flexi-
bility to support the expanding, contracting, or changing requirements that
are associated with these responsibilities.

(e)  Public support and involvement, which is particularly
necessary in highway safety activities, should be fostered by the particular
jurisdiction assuming pertinent responsibilities,

(f)  Activities should be administered at a governmental
level as close to the local community as possible while still satisfying all
other criteria. :

(g  The overall distribution of responsibilities should form
a sound structure for both intergovernmental and intragovernmental operations
for realizing highway safety program objectives and should be recognized as such,

(3)  After applying organizational criteria such as those listed
above to the program structure, the Governor or his Representative should be
able to determine what is the best distribution of responsibility for achieving
Statewide highway safety objectives.

h, Preparation of a program inventory.

To complete the program development phase, the Governor's
Representative/program manager should prepare a Statewide highway safety
program inventory. The purpose of this inventory is to identify all current
highway safety activities in the State, to measure their progress, and to
project existing plans. The program inventory should include the following
points:

(1) A descripticn of activities under way and their status (i. e. ,
static, expanding, starting up).

(2)  Coverage of existing activities, including:
(a)  Volume of service or level of activity, such as:

1 Current work load (number of vehicles being
inspected, drivers licenses issued, ~:c.).

2 Relationship to demand (number of vehicles
needed to be inspected, number of drivers licenses being issued, etc.).

3 Relationship to national Standards.

~12-
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(b) Index or quality specification to which performed (such
as quality control in driver education),

(3)  Annual cost of existing activities and projected level for 2
and 5 years forward for States and local activities,

(4)  Source of funds for each activity (general fund, Federal aid,
etc.).

(5)  Assignment cf responsibility for performing activities
including:

(a)  Between levels of government,
(b) Between agencies at e